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Messagdrom TheCommissioners

The Dutchess County Board of Elections would like to sincerely thank you for
serving as an Election Inspector. To ensure that your experience is as smooth as
possible, pleasstudythe following material. It has the procedures to make a
successful eleatin day.

Please note that the material in this handbook is applicable only to working on a
Primary or Generdtlection Day There is a separate manual for working on Early
Voting days.

For assistance or questions, please dadlsica Ptasnickemocratic fiaining
Supervisor, a845486-2721 (ptasnick@dutchessny.gpor John Tkazyik
Republican Training Supervisor 8d5-486-2474 (tkazyik@dutchessny.ghv

Again,on behalf of the Dutchess County Board of Elections, we thank you for your
dedicated service. If at any time you need assistance at your poll site, please call
us at845486-2473.

7. 2hA— Ko =

Erik J. Haight Hannah R. Blac|
Commissioner (R) Commissioner (D
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ARRIVAL AT THE POLL SITE

Inspectors must arrive at the poll site at leaste hourbeforethe opening of the polls: 5:00
AM for both the Primary and General Elections.

If the poll site $ locked when you arrive at 5:0please wait 5 imutes then call the BOE at 486
2473. One Democrat and one Republican inspector must be present before any unpacking
work is performed.

HIGHLIGHTS OF ELECTION INSPECTOR ROLES

T

T

l

l

Machine Inspectors will open and close machines and monitor magsnes during

the day. Machine Inspectors may also need to fill in for Intake Inspectors during the
day.

Assist voters by standing between the booths and the voting maclkinesember to
allow for Voter Privacy by not being too close. Stay at leds¢bfrom scanner.

Greet voters at entrance to voting area at poll site to direct voter to correct Election
District.

If one of the two Machine Inspectors is late, an Intake Inspector from the other party
must assist in opening the machine, which must bealin a bipartisan fashion.

Note: Any Election Inspector may be asked to perform intake and machine tasks. Inspectors
should rotate throughout the day. Inspectors may not refuse to help wherever needed.

MACHINE INSPECTOR VOTING SESSION ROLES

T
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During thevoting day, one Machine Inspector should monitor voters. Always maintain
82dzNJ RAaGlIyOS FNRY | olftft2d G2 LINRGSOO (KS
beeping indicator on the machindlever touch a ballot to help a votef-ollow

directions in he ICE Machine Procedures and the Optiedn Procedures sections for
information on casting the ballpOvervotes, Double VotesBlank Ballots, and

Ambiguous MarksAn Inspector should nevaemnswer the request for CAST or RETURN,

while the voter is presnt in the poll site.

All Intake as well as Machine Inspectors will rotate duties during the daige this

book, along with the Intake Inspector Manual to help guide your work. At some point
RdAdZNAY3I (KS RI& @2dz YIe& 0SS IWaASERP (. 25 Q3N ATO AY
with this by reading the Intake Inspector Manual.

In poll sites with multiple EDs, an inspector shall be stationed at the entrance with a

street guide to help direct voters to the correct intake table.

If a voting machine is not warlg, refer to Emergency Ballot procedure.

Any seals used during the Election Day should be recorded on the Opening/Closing Log.
Abandoned BallotsThe abandoned ballot is an unattended ballot found anywhere

other than in the possession of the voter. laybe in the scanner, on the floor or in the

privacy booth.




1. When an inspector discovers an unattended ballot, he or she should immediately
bring it to the attention of an inspector from the other party. Such ballot shall be
handledby a bipartisan team.dll the Board of Elections if you have any
guestions.

2. If a voter leaves an abandoned ballot in or on a voting machine without casting
their ballot, a bipartisan team of election inspectors shall cause the abandoned
ballot to be cast, without examining thHwallot.

3. If a voter leaves their ballot in a privacy booth or any other place in the poll site
and leaves the poll site without first casting the ballot in the voting machine,
such abandoned ballot shall be placed in Abandoned Ballot Envelope. A
descriptin of where and when the abandoned ballot was found should be
written on the envelope. A bipartisan team will verify and initial the envelope.

WRITHN VOTES

¢tKS 062002Y NBg 2F (GKS olftt2i O2ydl AalotlA 62E Y
write-in vote is valid only if it is in the wrii@ box, and only if the name written in is not

elsewhere on the ballot. The voting machine records that a vimiteote has been cast,

although it does not tally the writén votes for individubcandidates. The ballot will be

deposited into the Writedn section of the ballot box.

When closing the OpticaScan Machine ( KS al OKAYyS LyalLIlSOG2NEQ (S|

Count the number of Writéns.

Record that number on Writén Envelope.
PlaceWrite-In ballots in Writein Envelope.
Seal and initial Writén envelope.

Place envelope in Blue Portable Ballot Case

=4 =4 -4 -4 -4

When closing the ICE Machiie G KS al OKAY S INO@haislohe NAQ G S|
Write-Ins. On this machine the Wrias fall into a loked compartment within the
body of the machine.

EMERGENCY BALLOT PROCEDURE

If a voting machine malfunctionBO NOT stop the voting processmmediately call the BOE to
explain the problem. A voting machine technician (VMT) will be dispatched to ydwitpol

ASAP. If there is a second or third voting machine at the poll site, direct voters to those
machine(s). If there is only one voting machine at the site, continue with the emergency voting
process as follows:

1. A Machine Inspector will use the MackiiKey to open and secure the Emergency
Compartment.
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Tell votersbefore they sign the Poll P#uat they will not be scanning their ballots in the

normal fashion but will be depositing them in the emergency ballot box on the voting

machine. A Machine Inspwr should be stationed to guide voters to the ballot slot

rather than the scanner (while still maintaining voter privacy).

C2N) ySgteée IINNAGAYy3d @G2GSNBRX GKS ljdzr €t AFAOF GA
must be in the Poll Pad to receive a machadiot.

hy (GKS £#20SNJ[23 a9.¢ aK2dzx R 0S gNARGOISY yS
The instructions for ballot completion will not change. But when the voter is ready to

cast the ballot, the voter should be instructed to slide the ballot into the Emergency
Compatment on the voting machine. As stated, an inspector should be standing near

the voting machine to direct if needed.

When the voting machine is functioning again, a bipartisan team of inspectors must scan

the ballots in the emergency ballot box.

a. Ilfabd t 2040 Ol yy2i 0S aoOlyySR 06SOFdzasS Al O2y
rescanning it from a different direction. If the ballot cannot be scanned from any
2NRASYGFOGA2y S LIXIFOS Ad Ay (GKS fFNBS YIyA
. ff20a®é mustkelabeled saaed, anhdibitialed before being
placed in either the ballot box (ICE Machine) or the blue portable ballot case
(OpticatScan) at the end of the night.

b. If an emergency ballot contains an overvadeuble vote or it is blank, press the
G/ ! {¢é¢ odzildz2yd




ICE MACHINE PROCEDURES

One inspector from each party must be present to open the machines. If your Machine
Inspector counterpart is late, ask an Intake Inspector from the opposite party to help and
observe.

A. BEGINNING STEPS

1.
2.

o s

Ensurecorrect voting machine(s) are present at poll site.

An Intake Inspector will bring you the Machine Inspector Envelopegjch must
coincide with numbers on Voting Machindrom one of the Poll Bags. It will contain:
Machine Keys, Opening/Closing Logs, aaddnned Emergency Ballot Envelope,
scissors, and Ballot Marking Pens.

Cut the Ballot Box Door Seal and record on Open/Close Log.

Unlock the Ballot Box Door using the Machine Key.

Remove small Blue Security Bag from body of machine. Make certain thamne aoted
ballots inside. If there are any ballots, STOP and immediately call the BOE.
Remove BalloPackagefrom the machine. Give the Transmittal Form and Ballot
Package$o the Intake Inspector€&ach Election District (ED) has its own set of specific
Ballot Booklets. Carefully determine the correct ballots for each ED before
distribution.

. Close and lock Ballot Box Door. Seal with blue harpoon seal and record on the middle

column of the Open/Close log.

Remove and record the twioarpoonseals for the Scanner Covemlocktwo locksand
remove the cover from the machine. Set the cover aside for the duration of the day.
Recordremainingseals on the Open Log. Once seals have been recorded and verified
against the 8als Report (formerly kivan as Pred_at), they can be thrown away.




10.Insert the plug of the ballot box power supply cord into the AC outlet.

11.Remove the tape seal anift the monitor into the upright position, which will
automaticallypower on the machingUnfold the privacy scraes.

12. After powering on, the system boots up, and it will prompt for the Security Key (or the
Security Token or iButton) to be applied to the Security Key Pad.
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13.When prompted, press the security key firmly to the receptacle.

14.0n the Authorization screeenter the Username (1) and Password (2) specific for the
electionand press the OK (3) button. Both the username and password are case

sensitive.

Authorization Required - Please Login

Username:

mmlﬂlﬂ&lmm&l[ﬂm Backspace
(o]l L1 A0 ][] [ o] [o] [ Symools ]
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B. OPENIN@HEPOLLS

Straight Party Exclusive Rule

Main Menu Welcome to the ICE Poll-Worker Menu

ax
O

1. { St SO0 hLISy t2ffd ¢KS at 2 toheoptiony ASYSy ¢
1 Poll Status

Main Menu

Open Poll

wnz o= O ¢
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3. The zero tape will begin printing and the printing in progress screen will appearot
press the Cancel button aswill stop the printing of the tape.

Printing in progress

4. hyOS GKS TSNR GFLIS A& LINAYGSRI RegsHNoast NA Y (A
no additianal copies of the tape are needed

County of Anywhere

Printing completed

Do you want to print another copy?

Location: 0001 Balrol_quu‘e‘r;QD’fb

Firmwar e:4.14.10 Status: Poll Closed Options: Disabled Lifetime Codnfer B0

5, ¢KS at 2ttt 22NJ SN aSydz &aONBSYy gAff I LILISE NI
6. Record the Unit Serial Number and Protective Coufrtan zero tapeon the Open Log.
7. Both Machine Inspectors should sign the Z&ape then place it in the Blue Security
Bag.
8. Inspectors will sign the Open Log and the New York State Certification on the back of the
Open/Close Log.

]
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9. hy G(GKS at2ftf 22NJ SN aSydz LINBaa (GKS-{dFyRL
{ G Yy RI NR reenppaaysBoénot &h@nge the default settings

County of Anywhere

Welcome to the ICE Poll-Worker Menu
Close Poll
Standard Voting

Accessible Voting

Utilities

Exit

o () Location: PP Baliot C
0] A
2 kl rzzi { | Poll O

Firmware: 4,14,10 Status: Pol Open Options: BR Lietime C
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appear.

11.Press OK to continue.

12.Thea ONB Sy & K2 dzf R Y 2 glotal Voies shoul@ sayiZery, if wsBysR & o ¢
anything other than Zero call the Board of Electidfige _unit is nhow ready to scan
ballots. If any additional languages are available, they can be chosen at this time.

County of Anywhere

Select Language Syste m Ready

——— i —— Please insert your ballot
T
Y \
Espariol |

Total Voters

00000

Ballot Col
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VOTING

SCANNING BALLOTS

1. Once a ballot is scanned, the screen dispBgkot Acceptedand thenCasting Ballot
Please Waitmessages. Once the ballot has been cast successfully, there will be audible
sound, theSystem Readgcreenappearsand the Ballot Counter will increase by.(1

Xe
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2. If ablank ballot adouble votedballot, or anovervoted ballotis scanned, the tabulator
will display instructions on how to proceed. The voter can choose to return the ballot by
selecting theReturn (1) button and have it remarked or can choose to cast the ballot by
selecting theCast(2) button. Voter can use touckcreen or voting buttons to make

their selection.

County of Anywhere

Total Voters

00004

E 0
@0

105507 AN
&n 9, 3011




3. The following table describes other tabulator warning messages.

Z_TL Tabulator Warning Messages
Blank Ballot Warning The Tabulator does not detect any voter selections on the scanned b
Please ensure you used therrect marking pen

Overvote Warning One or more contests have too many votes. If you choose to cast the
ballot as is, votes in overvoted contests will not be counted.

Ambiguous Marks The tabulator detected marks on the ballot but the selections are unc
The ballot will be returned @amatically. Check to make sure ovals are
filled in fully.

Double Vote Warning You filled in more than one oval for a candidate in at least one contes
While your candidate preference is clear, it is not clear which party yg
prefer. If you do not chargyour ballot, your vote will count for the

candidate, but only under the party you selected listed first on the bal

ACCESSIBLE VOTING SEGSION

*NEW TOTHEICE MACHINEAVSVoters will be using greprinted ballot from the
intake table instead of a blank sheet of paper.

1. Plug the Audio Tactile Interface (A.T.l) into port (Seal D).
2. The poll worker needs to initiate an accessible voting session for the voter. First press
and hold the Security Token onto theceptacle on the right side of thanit.

—
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3. The poll worker then selects thiccessible Votingption.

County of Anywhere

Main Menu Welcome to the ICE Poll-

Close Poll

Standard Voting

Utilities

4. PresStarto H0 Y SEG G2 a! + {S&aaArzysessine AYAGALFGS

5. An authorization screen may amay not appear depending on tledéection settings. You
may need to enter a ballot ID code. (Found on-primted ballot)
6. On the confirmation screen, pre€Kto continue.




7. ¢KS da! 0O0SaaArofsS £20Ay3¢ aONBSY blakbaPoa a L) | &S

System ready to initiate AV session
Please insert a blank ballot

Total Voters

8. Insert the blank ballot to initiate an Aéssion.

The ballot with the ID 1 has been accepted
Please Wait

9. Ifin a bilingual poll site gdect the correct language by making the correct selection on
the ATI.

County of Anywhere

Language For English press the red X shaped select button in the middle of the A.T.I.

English

Sip and Puff users, please sip
Paddle users, press the left, red paddle

Next language

Ballot Counter: 00001




10.The voter has the option to also select the type of assistive device to be used in the
voting session.

11.Voter should follow instructions on the screand make their candidate selectiangor
more information see Appendix A.

12.0nce the votecompletes thei ballot, the screen will display a message indicating that
GKS2 Q@S NBI OKIZRiel KFOSYyRKESE KB aa GKS NBR
marked and then scanned by the IMEchine

Printing in progress
Please wait ...

" Valid Ballot




13.When finished with the AVS session, unplugAhe€.l. and reseal the AVS Door.
NOTEAnN Accessible Voting Session cannot commence if the ATI
is not connected to th ICE Machine
CANCELLINGN ACCESSIBMOTINGSESSIOMVS)

A voter may choose to cancel an AVS ballot. This is done durisgsbkmn and before the
ballot has been cast.

1. The administrator will press the security key firmly to the receptacle and hold until
the cancellation screeappears.

2. The options are given to continue with the AVS ballot or proceed with cancelling the
sessionIf cancelling, sele€K The ballot will then bejected,and the screen
message will prompt the administrator to remove the blank ballot.

3.l FGSNINBY20Ffx GKS &aONBSy g¢gAftf RAALI & (K
administrator can then choose which furat to continuewith.

C. ALOING THIPOLIS

1. Before closing the polls, make sure all voters in the poll site have cast their ballot. Check
the Emergency Compartment and scan any ballots found inside as a bipartisan team. If a
ballot cannot be scanned for reason of @uer Vote, Double bte, Blank balot, press
GKGsed odzid2yd LT | oFftft20 OlFlyy2i 06S aoOl yySt
Ayid2 GKS tFNBS YIyAtl Syg@gSt21LIS t16StSR a!y
machine envelope. Count the Unscanned Emergency Ballots and record themnomb
the envelope The envelope is to be placéuballot box before it is locked at the end of
the night

2. The poll worker will press the security key firmly to the receptacle and hold until the poll

worker menuappears.

—
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County of Anywhere

Main Menu Welcome to the ICE Poll-
Close Poll

Standard Voting

Accessible Voting
Utilities

4. ' yYRSNJ GKS at2ftf {0 butted.é 2LIGA2Y LINBaa GdKS /
5. Theresulttape iprinted,l YR GKS da/ 2y FANNIGA2YE AONBSY ¢
copy of the result tape is required. The machine will automatically print 2 comiess
Noto printing additional copies One is for théoll Watchers and one is for your
records. Recorthe Protective Gounter andthe Total Caston Close LogBoth machine
inspectors will sign tape and put it in the blue security bag.

Printing in progress

6. tKS da! RYAYAAUNIGA2Y aSydz &aONEBS&syhowv2ie] a RAT
the imagebelow.

County of Anywhere

Main Menu Welcome 1o the ICE Application Menu

Reports ‘
Advanced Admin




D. POWERNGDOWN
1. Press the power button icon in the top right corner of the screen.

Welcome to the ICE Application Menu

2.hy GKS Gt 2¢SNJ 52 @it DowmdwdhSy 4SSt SOG GKS

3. The LCD will go blank and a single shut down beep will emanate fromatigine
indicating the tabulatois powereddown.
4. Oncethe LCD screen is blank, lower the privsigieldsand raise the monitor stand.




5. Lower the monitor back to its storagesition.

6. Disconnect the ballot box power supply cord from the wall outlet or extension cord.
7. Wrap and secure power supply cord.


























































